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Be on time 

Turn off your cell 
phones when in class

Participate actively in 
class; refrain from 
email and internet use

Sign the attendance 
sheet

Take breaks as needed

Feel free to ask 
questions

Ground Rules
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Welcome 

Introductions:

• Name 

• Agency

• Job Title

• Goals for Class
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Course Agenda

Module One: Advanced Voucher Processing2

Module Two: Accounts Payable Workflow3

Course Summary4

Course Introduction 1
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1 Course Introduction

FIN302: Advanced Voucher Processing

› Course Objectives
› Roles and Responsibilities 
› Activities
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Course Objectives

After completing this course, the user will be able to:
• Upload a Voucher within PeopleSoft. 

• Delete Vouchers in bulk within PeopleSoft.

• Create a Reversal Voucher to correct errors.

• Enter an Adjustment Voucher as needed.

• Post a Voucher within PeopleSoft.

• Unpost a Voucher in order to make appropriate adjustments.

• Close a Voucher at the end of the Voucher process.

• Describe the Accounts Payable Workflow in PeopleSoft.
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Roles and Responsibilities

Role Responsibility

Agency Accounts 
Payable (AP) Processor

The Agency AP Processor will be responsible for entering, researching, 
deleting, and correcting vouchers. 

Agency AP Maintainer

The Agency AP Maintainer will be responsible for any AP Supervisor tasks 
and setting up and maintaining control groups, correcting vouchers and 
managing matching. Will also be responsible for commitment control 
activities.

Agency AP Supervisor
The Agency AP Supervisor will be responsible for understanding the task of 
the AP Processor. This will include posting, un-posting for vouchers with a 
payment method of check, and for releasing holds. 

Agency AP Approver
The Agency AP Approver will be responsible for approving vouchers 
through workflow. Approval levels will be defined through role 
configuration.

Agency Ad Hoc 
Approver

Responsible for approving vouchers that are assigned to them by the 
Agency Accounts Payable Approver.



9

Roles and Responsibilities

Role Responsibility

AP Reporter AP Reporters will be able to run AP transactional and vendor reports.

Agency Payment 
Requester

Create requests for payments outside of the purchasing/payables module 
and to run them with minimum knowledge of the Payables product. Aimed 
for end users on the field or with no Accounts Payable knowledge or 
access. 

Viewers The Viewer will be able to view voucher and payment information.

Workflow 
Administrator

The AP Workflow Administrator will be responsible for reassigning AP 
worklist items as needed.

State AP Maintainer
The State Controller’s Office AP Maintainer will be responsible for posting 
manual payments.
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Activities

You will take part in three levels of group and 
individual activities throughout this course: 
• Instructor Demonstrations
• Training Exercises
• Challenges  
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Vouchers Page
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2
Advanced Voucher 
Processing

FIN302: Advanced Voucher Processing

› Objectives
› Key Terms
› Lesson One: Uploading Vouchers
› Lesson Two: Creating a Reversal Voucher
› Lesson Three: Enter an Adjustment Voucher
› Lesson Four: Posting a Voucher 
› Lesson Five: Unposting a Voucher
› Lesson Six: Closing a Voucher
› Summary
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Module 1: Objectives

After completing this module, the user will be able to:

• Upload a Voucher within PeopleSoft.
• Delete Vouchers in bulk within PeopleSoft.

• Create a Reversal Voucher to correct errors.

• Enter an Adjustment Voucher as needed.

• Post a Voucher within PeopleSoft.

• Unpost a Voucher in order to make appropriate adjustments.

• Close a Voucher at the end of the Voucher process.

FIN302: Advanced Voucher Processing
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Module 1: Key Terms

Term Definition

Budget-Checking
The process of validating voucher amounts against the relevant 
budget amount

Business Unit
An operational subset of an organization that enables planning of 
operations based on the way the organization functions

Chartfields
Descriptors used to categorize transactions in the PeopleSoft 
system

Combination Editing
The process of checking to see if a voucher has an allowable 
combination of Chartfields

Control group A set of Vouchers that share similar processing rules

Matched Voucher
A Voucher that has been matched with appropriate documents 
such as a purchase order receipt

FIN302: Advanced Voucher Processing
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Overview:
Requests for payments to individuals, employees, suppliers, agencies, 
etc. are entered into PeopleSoft AP as vouchers. These vouchers are 
then processed for payment. The AP business process begins by 
recording a Supplier invoice as a voucher. 

Uploading Vouchers
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The goal of an effective voucher process is to:

• Identify the payee and amount to be disbursed.
• Allocate the expense to the proper accounting ChartField

string.
• Document the authorization and due diligence processes to 

ensure appropriate use of agency funds.

Uploading Vouchers
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Uploading Vouchers

Import and Build
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Uploading Vouchers

Import and Build (Cont.)



19

Uploading Vouchers

Import and Build (Cont.)
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Uploading Vouchers

Import and Build (Cont.)



21

Import and Build:
• Vouchers are interfaced to PeopleSoft through a defined 

process.
• The Agency uses the Excel Voucher Upload to format voucher 

records and upload to PeopleSoft.

Uploading Vouchers
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Creating Vouchers via Excel:
The ExcelUploadforVouchers.xlsm workbook is the PeopleSoft Spreadsheet 
Voucher Import user interface. It is used to prepare and enter Vouchers and 
then import them into the PeopleSoft database. 

Uploading Vouchers
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Data Entry Worksheet: All the transaction data is entered in this worksheet. 

Uploading Vouchers
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Data Entry worksheet columns are color coded depending on the corresponding 
voucher section.

Uploading Vouchers
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To create spreadsheet Vouchers:
1. Enter data into the Data workbook.
2. Generate XML and post the file from the spreadsheet Voucher options.
3. Enter a valid user ID and password.

Once the XML file has been posted, the system validates the data. Users must 
correct all noted errors immediately.

Uploading Vouchers
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Learning Checkpoint

Use the training materials, job aids, and UPKs to 
answer the questions below. The questions will gauge 
your knowledge of the Uploading Voucher Process.

1. What are two ways to upload vouchers in bulk?
2. What is the purpose of the Data Worksheet in the 

Spreadsheet Voucher Workbook?
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Uploading Vouchers

1

3

2

Voucher Mass Maintenance page can be used to delete Vouchers in bulk.
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Uploading Vouchers

Search Results from Voucher Mass Maintenance Page

4
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Summary: Uploading Vouchers

Now that you have completed the Uploading Vouchers 
lesson, you should be able to:
• Upload Vouchers into PeopleSoft to initiate Voucher 

processing.
• Delete Vouchers in bulk within PeopleSoft.
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Overview:
Reversal vouchers enable users to do several things. Primarily, 
reversal vouchers let them back out incorrect vouchers and start 
over. 

Creating a Reversal Voucher
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Reversal vouchers will allow 
users to:
• Restore encumbrance for 

actuals and budgets
• Reopen associated 

purchase orders to reduce 
the purchase order’s 
matched quantity or 
amount

Creating a Reversal Voucher

Voucher Page

1

2

3
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Creating a Reversal Voucher

Invoice Information Page

6

4

5

7

8

9



33

Training Exercise: Creating a Reversal Voucher

This Training Exercise will review how to create a 
Reversal Voucher. Refer to the separate data 
worksheet for all necessary data.
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Training Exercise: Debrief

1. What was the purpose of using this particular 
voucher style?

2. What kinds of other actions can be performed with 
a Reversal Voucher?
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Summary: Creating a Reversal Voucher

Now that you have completed the Creating a Reversal 
Voucher lesson, you should be able to:
• Create a Reversal Voucher to back out incorrect 

Vouchers.
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Overview:
Adjustment vouchers are similar to reversal vouchers in many 
aspects. However, adjustment vouchers have broader 
functionality. To reiterate some points covered in a previous 
lesson, reversal vouchers are credit vouchers designed to correct 
only a single voucher. Adjustment vouchers do not have such 
restrictions.

Enter an Adjustment Voucher
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Maintain Vouchers:
Making adjustments is 
one of many maintenance 
actions that can be 
performed on vouchers. 
Others examples are 
deletion, unposting and 
closure. 

Enter an Adjustment Voucher
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Enter an Adjustment Voucher

Voucher Processing Flow Chart
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On the Voucher page:
Select the Add a New Value
tab. Enter an appropriate 
Business Unit and Voucher ID
Select Adjustments in the 
Voucher Style field.
Click Add.

Voucher Page

Enter an Adjustment Voucher

1

2
3

4
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Enter an Adjustment Voucher

Invoice Information Page

5
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Copy from a Source Document Group Box

Enter an Adjustment Voucher

6 87
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Voucher Worksheet Page

Enter an Adjustment Voucher
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Invoice Total Subgroup

Enter an Adjustment Voucher

9
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Invoice Line and Distribution Line sub-groups

Enter an Adjustment Voucher

10
11

12

13 14

15
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Training Exercise: Enter an Adjustment Voucher

This Training Exercise will review how to  enter an 
Adjustment Voucher in PeopleSoft. Refer to the 
separate data worksheet for all necessary data.
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Training Exercise: Debrief

1. What is the purpose of an Adjustment Voucher?

2. How is an Adjustment Voucher different from a 
Reversal Voucher?

3. What is the name of the page where users enter 
adjustment lines needed for an adjustment?
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Summary: Enter an Adjustment Voucher

Now that you have completed the Performing 
Adjustments lesson, you should be able to:

• Determine when Voucher adjustments are necessary 

• Take the appropriate steps to make necessary 
adjustments
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Overview:
The Voucher Posting process creates accounting entries from 
Vouchers. The system uses preset inheritance rules to identify the 
offset accounts needed to create accounting entries. These accounting 
entries are then made available for generating general ledger journals. 
Vouchers do not have to be approved for accounting entries to be 
created. However, they must be approved and posted before they can 
be sent to the general ledger.

Posting a Voucher
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Posting a Voucher

Voucher Processing
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Voucher Processing: 
• Vouchers are edited and budget checked online during 

voucher entry.

• Vouchers are approved after online editing and budget 
checking.  Further processing will ensue after approvals.

Posting a Voucher



51

Multiple Vouchers can be posted at once according to:
• Business Unit
• Origin
• Control group
• Voucher

Posting a Voucher
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In order for a Voucher to be posted, it must meet the following 
criteria:
• Passed all validations including Combination Editing
• Valid upon Budget Check
• Valid Matching

Posting a Voucher
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Vouchers can be posted in one of three ways:
• Automatically assuming the voucher has met all posting 

requirements

• Through the Voucher Build Request Page

• Through the Invoice Information Page

Posting a Voucher
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Posting a Voucher

Voucher Build Request page

1

2
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Posting a Voucher

Voucher Build

3

5

4

6
7

9

8
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Posting a Voucher

Voucher page

1
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Posting a Voucher

Voucher Search Results

2
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Posting a Voucher

Invoice Information Page

3
4
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Instructor Demonstration: Posting a Voucher

Your instructor will show you how to post a voucher in 
PeopleSoft while you follow along.
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Instructor Demonstration: Debrief

1. Name two of the requirements that must be 
satisfied before a voucher can be posted.

2. What is combination editing?
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Training Exercise: Posting a Voucher

This Training Exercise will review how to post a 
voucher in PeopleSoft. Refer to the separate data 
worksheet for all necessary data.
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Training Exercise: Debrief

1. What is the purpose of the Journal Generator 
process?

2. What fields can be changed after a Voucher has 
been posted?

3. Besides using the Voucher Build Request page and 
the Voucher page, how else can a voucher be 
posted?
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Summary: Posting a Voucher

Now that you have completed the Posting a Voucher 
lesson, you should be able to:
• Post a Voucher in PeopleSoft so that transactions 

can be properly tracked.
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Overview:
PeopleSoft Payables enables the user to unpost Vouchers, 
meaning that the user can re-open a posted (not paid) voucher 
and back out the accounting entries initially made to accrue the 
liability. To be eligible for unposting, a voucher must first be 
posted, and approval and payment status cannot be a factor.

Unposting a Voucher
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Unposting a Voucher

Unpost Voucher Page

1
2

3
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Unposting a Voucher

Unpost Voucher Page

4
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Unposting a Voucher

Unpost Voucher Page

5
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Instructor Demonstration: Unposting a Voucher

Your instructor will show you how to unpost a voucher 
in PeopleSoft while you follow along.
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Instructor Demonstration: Debrief

1. What conditions must be met in order for a voucher 
to be unposted?

2. How long does it take a voucher to become 
unposted after the user hits the unpost button?

3. What is the purpose of unposting vouchers?
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Summary: Unposting a Voucher

Now that you have completed the Unposting a 
Voucher lesson, you should be able to:

• Unpost a Voucher in PeopleSoft for the purpose of 
correcting it
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Overview:
The user may close Vouchers when they want the remaining liability to 
be "written off" the supplier balance and the Voucher to be marked as 
complete. To close a Voucher, the Voucher must be posted, not 
selected for payment, and not fully paid. Saving a voucher for closure 
is irreversible. 

Closing a Voucher
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Closing a Voucher

Close Voucher Page

1
2

3
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Closing a Voucher

Close Voucher Page

4

5
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Instructor Demonstration: Closing a Voucher

Your instructor will show you how to close a voucher 
in PeopleSoft while you follow along.
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Instructor Demonstration: Debrief

1. What is the purpose of closing a voucher?

2. What are the conditions that need to be met in 
order to close a voucher?

3. Is it possible to undo marking a voucher for 
closure?
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Summary: Closing a Voucher

Now that you have completed the Closing a Voucher 
lesson, you should be able to:

• Determine when to close a Voucher and take 
appropriate steps to close the Voucher.
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Module 1: Summary

Now that you have completed the Advanced Voucher 
Processing module, you should be able to:
• Upload a Voucher within PeopleSoft.

• Delete Vouchers in bulk within PeopleSoft.

• Create a Reversal Voucher to correct errors.

• Enter an Adjustment Voucher as needed.

• Post a Voucher within PeopleSoft.

• Unpost a Voucher in order to make appropriate adjustments.

• Close a Voucher at the end of the Voucher process.
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3
Accounts Payable 
Workflow

FIN302: Advanced Voucher Processing

› Objectives
› Key Terms
› Lesson One: Accounts Payable Workflow
› Summary
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Module 2: Objectives

After completing this module, the user will be able to:

• Describe the Accounts Payable Workflow in 
PeopleSoft.

FIN302: Advanced Voucher Processing
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Module 2: Key Terms

Term Definition

Parallel Approval A non-sequential approval process.

Serial Approval
A sequential approval process. One user must approve a voucher 
before the next approver in line can review it.

Workflow
A process that involves multiple users and the routing of data 
between those users.

Worklist
Prioritized lists of the work items that a person (or group of 
people) has to do.

FIN302: Advanced Voucher Processing
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Overview:
Vouchers can be routed to approvers based on criteria such as origins 
or business unit. The approving user can review, deny, or approve 
Vouchers. If the Voucher is successfully  matched to a purchase order, 
it is available for payment. Otherwise, it requires correction. During 
the approval process, approvers can add other approvers or reviewers 
to the current or a later stage of the approval process. This action is 
called ad hoc approval. 

Accounts Payable Workflow
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Accounts Payable Workflow

AP Voucher Approval
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Accounts Payable Workflow

AP Voucher Approval(Cont.)
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The Worklist lists all transactions that have been routed to the approver. Clicking on 
the voucher under the Link column opens the approval page for the voucher that 
was selected and the user can take appropriate action on a voucher. 

Accounts Payable Workflow
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Accounts Payable Workflow

Voucher Approval Page
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Learning Checkpoint

Use the training materials, job aids, and UPKs to 
answer the questions below. The questions will gauge 
your knowledge of the AP Approval Workflow Process.

1. With the exception of preapproved vouchers, how 
many levels of approval are automatically required 
for vouchers entered into PeopleSoft?

2. Describe the workflow process.
3. What is a worklist?
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Summary: Accounts Payable Workflow

Now that you have completed the Accounts Payable 
Workflow lesson, you should be able to:
• Describe the AP Workflow process and how it’s 

used to handle voucher processing in PeopleSoft.
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Module 2: Summary

Now that you have completed the Advanced Voucher 
Processing module, you should be able to:

• Describe the Accounts Payable Workflow.
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4 Course Summary

FIN302: Advanced Voucher Processing

› Objectives Achieved
› Next Steps
› Additional Resources
› Additional Questions
› Course Survey
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Objectives Achieved 

Congratulations! You have completed the Advanced 
Voucher Processing course and should now be able to:
• Upload a Voucher within PeopleSoft. 

• Delete Vouchers in bulk within PeopleSoft.

• Create a Reversal Voucher to correct errors.

• Enter an Adjustment Voucher as needed.

• Post a Voucher within PeopleSoft.

• Unpost a Voucher in order to make appropriate adjustments.

• Close a Voucher at the end of the Voucher process.

• Describe the Accounts Payable Workflow in PeopleSoft
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Next Steps 

Now that you have completed the course, make sure 
that you complete the following tasks:

• Course assessment

• Course evaluation

• Log off your workstation 
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Additional Resources

The following resources are available to increase your 
understanding of the lessons covered in this course:

• STAR User Productivity Kits

• STAR Job Aids

For additional Information: 

• STAR Project Website: starproject.wi.gov

• STAR Intranet: http://starconnection.wi.gov/Team

http://starproject.wi.gov/Home
http://starconnection.wi.gov/Team
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Additional Questions


